How to setup Outlook for Address List access

=

Open Outlook
Click Tools > Email Account
3. Select Next

N

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() add a new e-mail account

(E)%iew or change existing e-mail accounks;

Directory

() add a new direckary or address book,

IZ () Wiew or change existing directories or address books

= Back [ Mext = ] [ Close ]

4. Select Change

E-mail Accounts : FX

E-mail Accounts
fou can select an account and change its settings or remove it,

Cutlook processes e-mail For these accounts in the Following order:

Mame Type Change...
Microsaft Exchange Server Exchange (Default)

Remove

Jil

Deliver new e-mail to the Following location:
Firstname.Lastiame ¥ | [ Mew Outlook Data File. ..

< Back ][ Firish ][ Cancel




5. Select More Settings

E-mail Accounts

Exchange Server Settings
You can enker the required infarmation ko conneck ko vour Exchange server,

Twpe the name of your Microsaoft Exchange Server computer. For information, see wour
system adminiskrakor,

Micrasaft Exchange Server: |.|5.CEI31 .al, il

[Juse cached Exchange Mode

Twpe the name of the maibox set up Far wou by your administrator, The mailbox name
is usually wour user name.

Lser Marme: |Lastname, Firstname

More Settings ...

X

Cancel

6. Click the Security tab.

Microsoft Exchange Server

General |.ﬁ.dvanced Security | Connection | Remaote Mail

Exchange fcoaunt

Type the name by which vou would like to refer to
this account, For example: "work" or “Microsoft
Exchange Server”,

| Microsafk Exchange Server]

When skarking

(%) Automatically detect connection state
{3 Manually control connection state

Default connection skate

Secands Until Server Connection Timeout

Ik l [ Cancel




7. Make sure the “Always prompt for user name and password” box is checked.

Microsoft Exchange Server ['Z|

zeneral F'.u:l'-.fanced| Security |C|:|nne|:ti|:|n Remoke Mai

Encrypkion

[ ]Encrypt data between Microsoft Office Outlu:u:uk;
iand Microsoft Exchange Server i

Select Check Box

Izer identifi

Ahways prompk For user name and password

Logon nebwark security:

| kKerberos/MTLM Password Authentication w

[ Ok H Cancel ]

8. Click OK. Then click Next. Then click Finish.



